
Microsoft EXCEL 5.0 INSTRUCTIONS 
 
These instructions are only a simple explanation of some of the processes you may want 
to do with EXCEL.   
 
1. Click on the Microsoft EXCEL icon.  It may be in the Microsoft Office toolbar to 

the right-hand-side of your desktop. 
 
2. To enter data: 

a. Text or data may be typed directly into any of the cells. 
 The x-axis data should be to the left of the y-axis data. 
 
b. If your data is a series, type the first value into a cell then highlight all the cells 

needed to contain your data.  Under the EDIT menu choose Fill then Series and 
enter the appropriate information, then click on OK.  The highlighted cells will 
be filled in. 

 
c. To change the number of significant figures in the cell choose Cell in the 

Format menu then choose the set-up you like or use the buttons on the toolbar at 
the top with ← .0 or →.0 on them. 

 
3. To do calculations: 

a. In an empty column type the manipulation you wish to be performed.   Start 
with an equal sign (=) and do not leave any spaces.  A * means multiplication,  / 
is for division, ^ is to raise a value to a power.  Addition and subtraction use the 
+ and - as usual.   

 
b. Highlight the number of cells in which you need this calculation to be 

performed.  Then in the Edit menu choose Fill then Down (or just type Ctrl D.)  
The calculation should be done for all the cells highlighted,. 

 
c. To use the data in a cell as a constant in several calculations, refer to that cell 

with dollar signs ($) before and after the column letter, or hit the F4 key while 
that cell is highlighted.  For example if cell B3 had a constant in it which we 
wanted to multiply by cells A1-A10, we would type =A1*$B$3 in the first 
highlighted cell in the column where we wanted the product to be placed.  This 
formula should be filled into the remaining cells in the column (A2-A10) as 
discussed in 3.b. 

 
4. To graph the data: 

a. Highlight the columns to be graphed.  Hold down the Ctrl key while 
highlighting the second column. 

 
b. Click on the magic wand icon at the top of the screen.  Drag the mouse to a 

clear area of the worksheet to choose the place where the graph will be drawn. 
 



c. Choose the type of graph and enter the axis labels and title, always hitting next 
to see the next option. 

 
d.  To edit the graph, double click in the graph area.  The border of the graph will 

change.  Now, double click on whatever (axes, titles, color, tick marks, text, 
etc.) you wish to change.  Blocks will surround the objects and a menu of 
options should appear. 

 
5.  To do a regression: 
 

a.  Enter the graph editing format as in 4c. 
 
b.  Click on the data points.  They should have become highlighted. 
 
c.  From the Insert menu choose Trendlines.   Select the appropriate line.  Then 

from the Options submenu select the equation of the line and r2 value to be 
displayed on the screen. 

OR 
a.  Highlight the columns as described above.  (4a) 
 
b.  In the Tools menu choose Data Analysis then Regression. 
 
c.  Input the y range and the x range.  Also click on a cell in a clear area of your 

worksheet for the Summary Output Range.  Excel will print out the regression 
statistics, analysis of variance, intercept with standard error and slope (x1) with 
standard error.   

 
6. To save the spreadsheet: 

Under the file menu choose Save As then name the worksheet as you wish. 
 

7.  To print the spreadsheet: 
Under the file menu choose Print.  (An 8.5 by 11 sheet of paper will roughly hold 

columns A-I and rows 1-50.) 
 


